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W\‘ 13 June 1955

MEMORANDUM FOR: Eye Bullding Perascnnel
FROM : Evacuation Officer, Eye Bullding

SUBJECT ¢ Evacuatlon Drill, 15 June 1955
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1. The Civil Defense test exercise designated as "Opesration
Alert 1955" has been scheduled for the period 15 and 16 June 1955,
The participation of Eye Building perscnnel in this drill will be
limited to a complete evacuation of Fye Building which will beglin
at 12:05 P.M,, on 15 June 1955,
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2. At the sounding of the "Test Alert (Bvacuation) Signal®
at 12:05 P.M., 15 June 1955, all Eye Building personnel should
gecure thelr offices In the manner typlcally employed at the end of
an average working dey. They also should disconnect electrical
equipment (clocks, alr-conditionere, etc.) and turn off all lights.
They should then proceed out of the Bullding through any of the
Bullding Exits facing Indepsndesnce Avenus. For thig exernige n11
emergency doors will be opened and guarded by officially designated
Exit Wardens. Upon leaving the Bullding, émployses should proceed
to the nearest curb of Independence Avenue, This marks the com-
pletion of the exercise. At 12:25 P.M,, Exit Wardens on all doors will
be given & signal to allow employees to re-enter the Building. Badges
must be shown upon re-entering Eye Bullding, and any individual
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without a badge will be required to process for re-admission through
one of the receptlonicts,

3. It will be the responsibllity of sach Area Supervisor to
check the rooms under his Jurisdiction to assure that they have
been completely evacuated cf psrsomnnel. It ig the respongibllity
of each Exit Warden to open the exlt quickly to facilitate rapid
evacuation, and upon completion of the sxercise, to check all building
badges to guarantee that only authorized Individuals gain admission.
It 13 the responsibility of each Assistant Evacuation Officer Lo
supervise sach Area Supervisor and Exit Warden under his Jurlsdiction.

L, A listing of the Evacaatian Personnel has been sent to all
Agglstant Evacuation Officers, Exit Wardens and Arsa Supervisors.
All questions pertaining to thsse assignments and/or the evacuation

of 15 June 1955 should be directed to my office. My extension 1g
(X-bo7h),

25X1A9a
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¢. The mail unit in Room 1043 Que Building will place 21l mail for
DD/S personnel at the emergency losation in a single package addressed as
foilows:

: Special Assistant to the
25X1A Deputy Director (Swpport)

Emergency Lecation

d, Ths SA-DD/S will pick up the DD/S package from the courier
unit at the emergency location and will arrange to have it hand carried to
ID/S persmnel in the emergency location. -

5. Mail from the Emergency Location

a. Mail, cables, etc., from the emergency location to personnel at
25X1A93 Head 8 8 addressed in the usual manner and hand carried to the
SA-DD/3, at the Bame Headquartere st the emergency locatien at least
fif'teen mirmtes befcre the next scheduled courier run.

: b. The SA-DD/S will plsce all DD/S office meil in a single package
adérassed to the DD/S offices and hand carried to the courier unit at the
smergency loeation for transmission to Room 1043 Que Building, Headmuarters.

¢. The mail unit in 1043 Que Building, Headquarters will open the
package and arrange for the delivery to persvmnel at Headquarters in the
usval mermer. - ‘

r 6. Energency Combact with Family

a. DD/S personncl te be evacusted to the emergency location are to

/| advise thelr families that in the event of a real emergency they can be reached
!/ by ecalling EXecutivse 3-6115, Ext. 2857 (Wateh cer) who will arranges to

3( have the individueal call his family from the emergency location.

b. DD/S personnel at the emergency location in the event of such en
emergency, or if it is imperative that they contact their families, may do so
by disiing "7" on designated telephones at ths emergency location and then
dlaling their home telephone number.

¢, DD/S persormel at the emargency location will not use public
telsphones to contect thelr families or others, as so doing might disclose
the lecation of the emergency location.

7. Agency Telephone Contact with the Emergency Location

Agency telephone contact with the emergency location will be bandled

in the usual manner. RLE
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8. Overtime

Overtime for DD/S persomel at the emergency location will follow
the usual Agency policy. This does not mean overtime by simply being there
but only for sctual work in excess of regular duty hours. Overtime in any
2li-hour period of over four hours will require special justification.

9. Travel Orxders

A blanket travel order will be issued to cover all DD/S personnel
being evacuated to the emergency location. This travel order will authorize
mileage rorpersomlcmuaedintheevamtionminﬂ.leagewﬂlbepajﬂ
for such cars when claimed in the usual manner.

As meals and lodging will be furnished at the emergency location,
per diem will not be paid.

The travel order will place persornel being evacuated on a duty status
begiming at 1205 hours 15 June amd this duty status will contirme until return
from the emorgency location on 17 June. However, the duty stetus will not
extend beyond 2100 hours on 17 June unlegs there are special circumsiances
which require leaving the location later)

10. Contact with Press and Others c’pnc;ﬂ the Evacustion
If any DD/S personnsl is questis by the press or others concerning
the ovacuation, who is at the emergency locatlon, or any other questions, the
answer will be "No comment.”

11. Miscellansous

Fridsy, 17 June, is pay day and certain of the DD/S persennel
evacuated to the emsrgency location will heve to réceive their pay checks
before the week end. How this is handled is a responsibility of the DD/S
offices axd staffs. It may be done by sending the checks by courler, by
neking arrangements where they may be plcked up upon return from the
emergency location, be delivered to another individual, or any other means
which will get them into the hands of the employees.

A1l hours referred to in this memorandum are Eastern Daylight Time
and the evaouation force will follow these hours. The emergency location,
however, is on Eastern Standard Time and meals will be on that time,

13 June 1955 W
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INSTRUCTIONS FOR DEPUTY DIRECTOR (SUPPORT) PERSONNEL DURING OPERATION ALERT

1. OPERATION ALERT will begin at 1205 hours 15 June and continmue through
1700 hours 17 Juns 1955, During this period, certain designsted personnel from
the DD/S offices will be evecuated to the Agencyts emergency location. The
support of the Agencyts exercise durdng the operatlon will be carried on from
there. It is snblcipated that the unit st the emergency lecation will be sble
to csrry oul lts mission with a minimum of essistance from Headquerters. -
Therefore, theze instructions spply primarily to the DD/S personnel evacusted
to the emergoney locatien,

2o Time of Departure

Except as otherwlise advised, DD/S personnsl being evacuated to the
emsrgensy location will leave Headquarters whon the alert sounds., Cars will
make the trip to the mmergancy location in 2 normsl msnner and srrenge to pick
Wy lunch envoute.

3. Courisr Servies

2. Courler service betwsen Hesdquarters and the emergency location
will leuve from Cue Bullding at 1300 hours 15 June snd runs will be msde every
tuo hours with the last run at 1500 hours 17 June.

b, Courler pervice between thn emergency location and Heedcuarters
will lesve from the Administration Bullding at the emergency location at 1500
hoars 15 June and rune will be made every two hours with the last run at 1500
houars 17 June. ‘

4. Mail to the Fmergency Location

8. HMHall, csbles, etc., for persormel at the amrgezicy location will
ve sddressed ag followss

Neme of Individual
DD/S 0ffice or Staff
Bnergency Location

b. This mall will be deliverad to Room 1043 Que Building st least
fiftesn mimates before the next scheduled run to the emergency location,
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